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Chapter 1

General Overview of SBA's Printing Program

1. What isthe Purpose of this Standard Operating Procedure (SOP)?
The purpose of this SOP isto:
a Establish procedures for printing, binding, reproduction, and related services,
b. Identify the authority that governs printing activities within SBA; and
C. Identify and assign specific responsibilities for initiating, reviewing, and processing
requests for printing, binding, and reproduction of SBA materials.
2. What Laws and Guidelines Govern the SBA Printing Program?
a Federa Printing, Title 44 USC, Section 103, and Chapter 5;

b. "Government Printing and Binding Regulations,” No. 26, Joint Committee on
Printing (JCP), U.S. Congress, February, 1990;

C. GPO Agency Procedural Handbook (GPO Publication 305.1, revised January
1992); and

d. Executive Order 12873, "Federal Acquisition Recycling and Waste Prevention.”

According to these sources all external Federal printing must be procured through the
Government Printing Office (GPO). Any deviations from these guidelines require written
authorization which SBA must obtain from the JCP. This authorization must be attached
to the SBA Form 2, “Requisition for Supplies, Services and Federal Assistance,” when it
is submitted to the Office of Procurement and Grants Management (OPGM) for
Headquarters requests, or your authorized field office procurement official for the field
regquests.
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3. Who is Responsible for Administering the Agency’s Printing Program and What are
They Responsible For ?

The Office of Administrative Services (OAYS), is responsible for the Agency printing,
reproduction, and binding services. In that capacity, OAS must:

a

b.

Create Agency printing policies and procedures,

Procure materials for In-House printing;

Perform externa and internal printing requirements,

Use the most economical means to accomplish its responsibilities;

Review and approve final specifications for composition, printing, marked copy,
and other instructions,

Provide advice and direction on printing methods and procedures,
Improve procedures, and clarify instructions and requirements,
Keep Agency personnel informed of current printing procedures,

Work closely with program offices and GPO to devel op contracts for composition,
duplicating, and printing;

Serve as the Agency's liaison with the Joint Committee on Printing (JCP),
Government Printing Office (GPO), and other Government agencies on printing
matters, and

Interpret and administer the printing program, policies, and regulations set forth by
JCP and GPO.

What ar e the Program Office's Responsibilities?

The program offices are responsible for the following items, as appropriate.

a

Designate a responsible and knowledgeable employee to serve as liaison with
OAS. Theliaison will coordinate and approve all printing requests with OAS.
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b. Prepare documents for publication.

C. Prepare the SBA 1697, "In-House Printing Requisition," or the SF 1, "Printing and
Binding Requisition.”

d. Obtain necessary approvals on the SBA 1697 and the SF 1.

e Determine the distribution.
f. Determine the number of copies necessary.
g. Review and make necessary changes to internal and external proofs.

h. Coordinate scheduling of printing with OAS.

5. Who arethese Services Available To?

All SBA offices. The OAS provides printing services for Headquarters and all field
offices.
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Chapter 2

What Services are Available from the Print Shop?

1. Technical Advice.

a Provide technical assistance on required specifications for the production of
printed material.

b. Provide technical guidance for the development of publications and other printed
matter.
2. High Speed Printing.
The following are features of the high speed printing machines.

a Scanner - Scans the original document and digitally records the pages on the
system's hard disk for current and future use.

b. Electronic Editing of Scanned Documents - After theimage is scanned it is
recorded. The"Cut & Paste" feature allows the operator to display and change
scanned images. The "Edge Erase" feature allows the operator to erase unwanted
images from the edge of the copy (example: three-hole punch marks).

C. Margin Shifting - Creates a margin by shifting the origina image to the left or
right.

d. Booklet Maker - Allows the machine to create books and pamphlets.

e L andscape/Portrait - Prints the text horizontally for landscape and vertically for
portrait.
3. Color Printing.

a Double-Sided Printing - The double-sided feature enables the machine to copy
color pages front and back.

b. Full-Page Color - The full-page color feature changes the color of the text on the
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entire page (example: if the text isin black ink, you can change it to red ink).

C. Accent Color - The accent color feature alows the machine to highlight text on the
page and change only the color of the highlighted text. Available accent colors are
black, blue, red, and green.

4. Collating.

The OAS has the capability to collate documents. The documents can be as many as three

sections, and each section can be as many as 22 pages. The collating machine can

accommodate 8 %2 x 11, 8 ¥2x 14, and 11 x 17 Size paper.
5. Binding.
Multiple page publications can be bound as follows.

a Stapling - One staple in any corner or two staples along the left margin (thisis
known as saddle stitching).

b. Spiral Binding - Punched and bound with plastic spiral binding.
C. Vdlo Binding - Places a solid plastic strip along the binding of the document.

d. Tape Binding - Places a strip of tape along the binding of the document (colors
available black, blue, and white).

e Three-Ring Binding - Three-hole drilled punched may be used for loose-leaf
binders or metal rings.

6. Transparencies.
The OAS can create and duplicate transparencies from an original paper copy or an
original transparency. They can be done in black and white or color.

7. Creating Divider Tabs.

The OAS can create collated tabs which can then be automatically inserted into the
document.
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8. Inserting Capabilities.

The following can be inserted into documents:

a Tabs;
b. Dividers - tabs or color pages inserted;
C. Covers - front and back, in color or black and white; and
d. Color copies.
9. Printing from the Electronic Sour ce.

The Xerox DocuTech can print images directly from adisk. If you provide the document
in electronic format (on a disk), the operator is able to print your copies without using a
paper original.

10. Drilling.
The Print Shop is able to drill:

a Three-hole punches; and

b. Spira bind punches.

11. Cutting.

The Print Shop can cut your document to any size.

12. Double-Sided Copying.

The Print Shop can print double-sided documents from single-sided or double-sided
originds.
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Reducing and Enlarging.

The Print Shop can reduce and enlarge documents. The minimum reduction is 64 percent
and maximum enlargement is 200 percent.

Reproducing Bound Documents.

The Print Shop can reproduce magazine articles or perfect bound books without breaking
the binding.

Shrink Wrapping.

On request, print jobs may be shrink wrapped in plastic in the requested quantity
(example: 25 per pack, 50 per pack, 100 per pack, etc.). The Print Shop will provide
guidance on the quantity to be wrapped.

Paper Selection.

a Variety of Colors - The Print Shop offers a variety of colors of both writing and
vellum paper. The staff in the Print Shop has samples available.

b. Variety of Sizes- 82x 11, 11 x 17, or paper may be cut to requested size.

C. Variety of Weights - The standard weight of writing paper is 50 Ibs, and the
standard weight of vellum paper is 70 Ibs.

Printing Agency L etterhead.
The Print Shop prints Agency letterhead in-house.
Printing Agency Envelopes.

Agency envelopes must be printed at GPO.
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Chapter 3

What isthe Differ ence Between In-House and External Printing?

1. What is In-House Printing?
In-house printing includes everything that OAS can print internally using the equipment in
the Print Shop. Chapter 2 covers the services available for in-house printing.

2. What is External Printing?

External printing is all printing that must be sent to a contractor through GPO, because the
specifications require more than the Print Shop is capable of.
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Chapter 4

In-House Printing

How Do | Request In-House Printing Services?

Y ou must submit your request to the Chief of the Administrative Information Branch
(AIB) in OAS.

What Form Do | Use?

To reguest in-house printing you must use the SBA Form 1697, "In-House Printing
Requisition.”

What is the Clear ance Process?

Y ou must first have the SBA 1697 signed by the designated approving official, and then
by the Chief of AlB.

Who Paysfor In-House Print Jobs?

There is no cost to program or field offices. The OAS pays for the cost of the machines
and materials.

How Long Doesit Taketo Have an In-House Print Job Done?

The delivery is usually within 2-3 workdays, but OAS can accommodate emergencies and
rush jobs.

How arelIn-House Print Jobs Distributed?

Larger jobs, which are not easily carried, are delivered. For smaller jobs, the Print Shop
will notify the contact person, who must pick up the materials within 1 day.
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7. How Does OAS Ensure Quality Control?
The Print Shop will review each submitted print request before and after printing. On
some occasions, we will ask the contact person to review and/or approve a sample copy
before final printing.

8. What if thereisa Problem with My Printing Job?

Contact the Chief, AIB. Corrections and reprints will be done to accommodate the needs
of the program office.
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Chapter 5

External Printing

How Do | Request External Printing Services?

If the determination is made that the requirements of the job are in excess of SBA'sin-
house printing capabilities, the job must go to GPO. This decision is based on the
workload, time limits, and type of printing and binding required. In Headquarters, you
must submit your request to the Chief, AIB. The field office heads are authorized to
procure printing from GPO regional printing and procurement offices noted in appendix 3.

What Form Do | Use?

Y ou must use the SF 1, "Printing and Binding Requisition,” to request external printing.

What isthe Clearance Process?

The following steps must be taken to have an SF 1 cleared:

a

b.

Y ou must have a printing estimate completed by the Print Shop;
Y ou must have approva from your approving officid;
Y ou must have budget approval for that estimate;

Y ou must deliver the origina SF 1 and materials to be printed to the Chief, AlB,
for signature and approval; and

Once the Printing Officer receives the completed request, he or she must process
the paperwork and forward it to GPO.
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4. Who Paysfor External Print Jobs?

The funds for printing are taken from the requesting program office's budget.

5. How Long Does it Take to Have an External Print Job Done?
The GPO will try to meet all deadlines for printing requests. The GPO is allowed to take
up to 4-6 weeks for delivery. Jobs can be rushed for an additional charge.

6. How are External Print Jobs Distributed?
There are several options for delivery of external print jobs.

a If the program office provides amailing list for distribution, the contractor can
make direct delivery to the users (example: SBA field offices); or

b. The documents can be delivered directly to the SBA warehouse, where users can
order them electronically.

7. What isthe Gover nment Printing Office's (GPO) Role in External Printing?

The GPO isresponsible for administering al Federal printing contracts. The GPO serves
as the liaison between SBA and the contractor performing the printing. For thefield, all
external printing must be done at your local GPO, with the exception of printing in field
printing plants operated by an executive department, e.g. GSA. See appendix 3 for the list
of all GPO regional printing procurement offices.

8. What are the Printing Officer's Responsibilities?

The Printing Officer will:

a Provide technical assistance and guidance, and specifications for the devel opment
of publications and other printing materias;

b. Develop procedures to ensure that requests for printing and reproduction of
publications are prepared and processed quickly and properly, and in compliance
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with the rules and regulations prescribed by the JCP,

Be responsible for coordinating the specifications of each job (i.e., method of
printing (internal or external), paper used, delivery date, etc.);

Help program offices obtain printing, reproduction, and binding services through
SBA's Print Shop and GPO; and

Determine the printing schedule for the Print Shop.

9. What ar e the Program Office’s Responsibilities?

The Program Office is responsible for the following:

a

b.

Preparing the document for printing;
Completing the SF 1;

Paying for the printing of the document;
Providing a distribution/mailing list; and

Reviewing and correcting the proofs. It isimportant that the original camera ready
copy be reviewed by the program office to ensure that all corrections are made
before the contractor prepares the page proofs. Changes to the page proofs can be
costly and time consuming, therefore, it is better to get it right the first time. Once
the page proofs are sent to SBA for approval, they must be clearly marked in the
upper right hand corner as either "approved to print," or "approved to print with
changes,” etc. They must also beinitialed and dated.

10. What isthe Office of Marketing and Customer Service's (OMCS) Rolein External
Printing?

a

b.

C.

The Office of Marketing and Customer Service (OMCS) provides technica and
graphics assistance such as camera ready copies, design covers, preparation of
artwork, charts, graphs, and mechanical drawings.

Prepares disks for artwork to be sent to the contractor.

Prepares GPO Form 952, "Desktop Publishing - Disk Information.”

Effective Date: April 1, 1998 Page 23



d.

00141

The OMCS issues publication numbers and approves all publications before they
are sent to GPO.

11. What are Direct-Deal Term Contracts?

a

Direct-deal term contracts allow the customer agency to place print orders (GPO
2511) directly with contractors rather than routing them through the GPO. The
purpose of adirect-deal term contract is to ensure that SBA printing needs are met
in the most effective and efficient manner possible. The primary reasons for
granting direct-deal authority are as follows.

D Schedule. The schedule demanded by the agency would be adversely
affected by requiring material to be submitted through GPO.

2 L ocation. The remote location of the customer agency justifies direct
placement of print orders with contractors within the area.

3 Specia Handling. Some furnished material may be bulky, fragile, or
classified, necessitating specia handling. In such instances, direct-deal
authority may be granted to avoid excessive handling of the material.

Federal Agency Authority Under Direct-Deal Term Contracts. Agency authority
under direct-deal term contracts extends to the placement of print orders and to
the transmission of copy and proofs to the contractor. Exceeding this authority, or
not meeting the responsibilities prescribed by GPO, may be cause for an agency to
lose its direct-deal privilege. All other authority rests with GPO's contracting
officers. Agency personnel are not allowed to negotiate with contractors or to
require performance beyond the terms of the contract. Any dissatisfaction with a
contractor's performance, or need for additional services, isto be brought to the
immediate attention of the either the Printing Officer in Headquarters, or the
authorized field office printing contact, who should contact GPO.

Federa Agency Responsibilities: Because direct-deal authority transfers control
over print order placement to SBA, GPO must rely on SBA personnel for
information regarding a contractor's performance (GPO Form 907, "Non-
Compliance/Change Report™"). Accurate and complete records are essential to
protecting the Government's interests in contract disputes. It is the responsibility
of the SBA Printing Officer to bring problems with timeliness of delivery, product
quality, and quantities received to the attention of GPO.
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12. How Do | Establish One?

a Based on paragraph 5-11, the program office, in coordination with OAS, must first
determine if aterm-contract is necessary.

b. The program office must compl ete the term-contracts necessity questionnaire
which is submitted to the GPO customer representative.

C. Specifications are then written by the contracts division at GPO.

d. It is then submitted for approval or changes by SBA.

13. What if thereisa Problem with My Printing Job?
In Headquarters, contact the Chief of AIB, or in the field, contact the authorized field
office printing contact, who will coordinate correcting the problem.

14. Can Private Entities Reprint SBA Publications?
Yes. Once SBA has printed a publication and it is available to the public, a private sector

organization can reprint the publication, but only using private funds. Private entities
cannot use Government funds to print materials.
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Chapter 6

Submitting Documentsto GPO to be Sold to the Public

1. What Types of Documents are Sold to the Public?
Any publication that is of significant interest to the public and is releasable under the
Freedom of Information and Privacy Acts.

2. Who Decidesif a Document isto be Sold?
The program office, with the approval from the Office of Freedom of Information/Privacy
Acts (FOIA), and the Office of Marketing and Customer Service (OMCS), decides for
SBA if adocument can be sold. However, GPO has the final decision over what
publications will be sold through the Superintendent of Documents.

3. What Form Do | Useto Request that a Document be Sold by GPO?

The GPO Form 3868, "Naotification of Intent to Publish."

4. How isthe Request Processed?

The program office and the Printing Officer will work together to complete the GPO 3868
and submit it to the Superintendent of Documents. No GPO 3868's should be submitted
without the approval of the Office of Freedom of Information/Privacy Acts, the Office of
Marketing and Customer Service, and the Office of Administrative Services.
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Chapter 7

The GPO Rider Program

1. What isthe Rider Program?

The Rider Program is a program set up by GPO to streamline printing requests. It allows
Federal agencies to pool identical print requisitions into a single GPO print order.

2. What ar e the Benefits of Participating in the Rider Program?

The Rider Program saves the Agency money by eliminating the cost of duplicating print
set-ups for the same publication.

3. Who Coordinatesthe Rider Program?

The Office of Administrative Services (OAS). The OAS will issue an Information Notice
annualy as areminder to the program offices. It will include the list of publications
available through the program, and the procedures for participating.

4. How Does My Office Participatein the Rider Program?

The Government Printing Office (GPO) each year asks all Federal agencies to submit their
print requisitions and updated mailing lists for al GPO subscriptions ordered under the
rider program. Each program office interested in "riding" an item must submit an SBA 2
with an updated mailing list through the designee in their area for submission to the
Printing Officer in the Print Shop. In order for the SBA 2 to be processed, it must have
budget approval and justification. Each Management Board member should designate a
contact person in their area to handle the flow of their rider requests.
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Chapter 8

Copier Machines

There are public use copier machines available to every SBA office. In Headquarters, you may
use these machines to make copies up to 150 sheets. In the field, thislimit is at the discretion of
the office head. These machines must be used for official SBA business only. When using them,
please be sure to make double-sided copies whenever possible to save paper. According to
Executive Order 12873, “Federa Acquisition, Recycling, and Waste Prevention,” you must use
recycled copier paper that contains 20 percent recovered fiber and 20 percent postconsumer fiber.
Because both GSA and GPO sell paper that meets these standards, purchasing recycled paper
from GSA or GPO will help ensure that you are purchasing the correct paper.
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Appendix 2
Definitions
The following glossary lists the most used graphic art terms used in the printing field. Thiswill
assist you in understanding different terms used by printers and/or typographic and design
personnel when processing or discussing the print jobs with your customers.
Accordion Fold. A term referring to two or more folds that open like and accordion.

Against the Grain. Folding paper at right angles to the grain of the paper.

Antique Finish. A term describing the surface, usually on book or cover papers, that has natural
rough surface.

Ascender. That part of the type which rises above the main body of a character, asin “b.”
Backbone. The binding edge of a signature or book. (See spine.)

Back Lining. A paper or fabric material adhered to the backbone so as to strengthen the binding
of a hard-cover book.

Backing Up. Printing the reverse side of a sheet already printed on one side (backup).

Basis Weight. The designation given to a sheet of paper in terms of the weight of 500 sheets
(one ream) in the basic size for that grade (25 x 38 for book papers, 20 x 26 for cover papers, 22
ax 282 0r 22 Y2 x 35 for bristols, 24 x 36 for industrial papers, 17 x 22 for writing papers, 25 %2
x 30 %2 for index). The basis weight for paper stock is calculated per 500 sheets of the basic size
in the GPO.

Binder’'sBoard. A paper board used in making the cover of a cased book.

Blank Book. An account book.

Bleed. The areaof a printed image extending beyond the trim edge.

Bleeding. Trimming margins of books into the printing.

Blind Stamp. A design on the cover of abook which is stamped without the use of gold leaf or
ink.
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Body Type. Type used for the main body or text of ajob.

Bold Face. Heavy-face typein contrast to light-face type. Used for emphasisin headings,
subheading, titles, etc.

Bond Paper. A broad term used to describe any type of paper used for letterheads, forms, and
general business purposes.

Bookcloth. A close weave, starch-filled medium-weight cloth used for a covering material.
Book Paper. A class of paper used for books, catalogs, periodicals, booklets, and general
advertising literature. Antique, vellum, machine finish, supercalendered, and coated papers are al

examples of book papers.

Brochure. A pamphlet bound in the form of abooklet. Normally used for advertising and
informative purposes.

Buckram. A heavy weave bookcloth impregnated with a starch or clay filler.
Bulk. The degree of thickness of paper.
Calender. The degree of smoothness and gloss of the surface of uncoated papers.

Caliper. Thethickness of a sheet of paper, a pamphlet, or a signature measured under specified
conditions, usually expressed in thousandths of an inch.

Camera Copy. Material ready for photographic reproduction.

Capsand Small Caps. Two sizes of capital |etters made on one size of type, commonly used in
most roman type fonts.

Case. The cover of a hard-bound book.
Casebound. Combining the text and case into one unit.
Casemaking. The operation of making the covers for casebound books.

Cast Coated. Coated paper rolled under pressure against a polished cylinder to produce a highly
glossed enamel finish. For most coatings, a steam-heated drum is used.

Chain Marks. The parallel lineson laid paper. They run parallel with grain and are about 1 inch
apart.
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Coated Paper. Paper which has a surface coating, giving it a smooth glossy finish.
Collate. Gathering of sheets or signature in sequence.

Composition. The process of setting type and preparing it for printing.
Condensed Type. A narrow or slender type face.

Copy. Any materia furnished by the customer (typewritten manuscript, pictures, artwork, etc.)
to be used in the production of printing. (See aso, Camera Copy.)

Cover Paper. A term applied to agreat variety of papers used for the outside covers of catalogs,
brochures, and booklets to enhance the appearance and to provide protection when handling.

Crop. To eliminate unwanted portions of the copy, usually of a photograph, as indicated by
“cropmarks’.

Cut Flush. Type of binding with the cover trimmed flush with the head, tail, and foredge of the
text.

Dandy Roll. In papermaking, awire cylinder on papermaking machines that makes wove or laid
effects on the texture, as well as the watermark itself. Used in the manufacture of better grades of
business and book papers.

Descender. That part of the type which extends below the main body of a character asin “p”.

Die Stamping. An Intaglio process achieved by means of a die and counter die; blind or color
stamping the front cover of a book.

Double Spread. Any two facing pages. Two-page spread, center spread.

Dummy. A plan of apiece of printing, showing the size of page and general appearance,
sometimes made by pasting proofs into a booklet of blank pages of the desired size.

Duplex Paper. Paper having a different color or finish on each side. Used mostly for
announcement, direct mail, etc.

EM. The square of atype body. So named because the letter M in early fonts (and sometimesin
modern fonts) was usually cast on a square body.

Embossing. Impressing letters on artwork in relief to get araised surface; either overprinting or
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on blank paper which is caled “blind embossing.”
EN. One-haf the width of an em.

End Leaves. The outer leaves of abook which are pasted to the case or cover. Also called
endpapers or endsheets.

Face. That part of the type or plate that makes the impression on the paper.

Facsmile. The exact reproduction o f aletter, document, or signature. Sometimes abbreviated
as“facism” or “fax.”

Finishing. The lettering and tooling of abook. All final processes to complete a binding.

Flush Cover. A cover that has been trimmed to the same size as the inside text pages. (See cut
finish.)

Fly Leaves. The leaves of end papers next to the text of a book.
Folio. A page number.
Font. Complete assortment of all letters and characters of one sized and style of type.

Format. The size, style, shape, printing requirements, etc., of any magazine, catalog, book, or
printed piece.

Fuzz. Loose fibers or lint appearing on the surface of paper.
Galley. A shallow metal tray used to hold hot-metal type.

Galley Proof. A proof taken of type whileit is still on agalley, before it has been made up into
pages.

Gathering. The operation of collating or collecting signatures or sheets in consecutive order.

Glossary. A list of unusual words or terms placed in the back of the book, defined to explain
their meaning as used in the text.

Grain. Thedirection in which the fiberslie in a sheet of paper.

Gripper Edge. Leading edge of paper as it passes through a printing press.
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Gripper Margin. Unprinted blank edge of paper upon which grippers bear, usually ¥z inch or
less.

Gutter Margin. Theinside margin from printing area to binding.
Half Title. The general title of the book printed on aleaf separating the preliminary matter from
the text. Half titles are al'so used throughout a book to separate principal parts, carrying the name

of the following portion.

Halftone. The graduation of tone achieved by alarge number of dots of varying size. The result
is attained by exposing a plate through a crossruled screen.

Head. Top edge of abook.
Head Margin. White space between the first line of type and the top of the page.

Hickeys. Imperfectionsin presswork due to a number of causes such as dirt on the press or
hardened specks of ink, noticeable on solids or halftones by little unprinted spots.

Imposition. The placing of page forms so that the pages will be in the desired sequence after
folding with proper margins.

Impression. The pressure exerted so as to transfer an image to a substrate being printed,
stamped, or hand finished.

Index. A list placed at the end of a book, showing individual items from its contents in
alphabetical order.

Intaglio. A printing surface where the type or illustration have been cut or etched out below the
surface such as in steel-plate engraving or gravure printing.

Jog. To aline sheets of paper (boxing).

Journeyman. A compositor, pressman, or bookbinder who has served an apprenticeship and is
recognized as a full-fledged workman.

Justify. In composition, to space out lines of text so that they are al of even length.

Lacquer. A clear coating applied to the surface of a printed job for protection as well as
appearance.

Laid Paper. Paper having parallel lines watermarked at equal distances, giving aribbed effect.
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Layout. The drawing or sketch of a proposed printed piece; a reference to the imposition of a
printed piece.

Leaders. In composition, dashes or dots used to guide the eye across a page to the intended
word or figure. Used in tabular work, programs, etc.

Leads. Thin strips of metal placed between lines of type for spacing purposes.

Ledger Paper. A strong writing paper commonly used for bookkeeping records.

Legend. A brief description printed below illustrations, maps, tables, etc.

L etter spacing. The spacing between each letter of aword.

Line Gage. A graduated rule marked of in pics, haf pics, and point measurements.

Linotype. Trade name of a composing machine invented by Ottmar Mergenthalet about 1885.
Thisis aline casting machine which assembles and cases “lin-o-type” on ametal dug from which
printing may be done.

Lithography. From Lithos, a stone, a graphein, to write, the process based on the antipathy of
water and grease; of putting writing or designs on stone and producing printed impressions
therefrom. Also applied to any process based on the same principle, but using zinc, aluminum, or
other mediums instead of stone, such as the offset printing process.

Lower Case. Small lettersin type, as opposed to capital |etters.

Machine Finish. Paper with amedium high polish. The smooth finish is created by passing the
paper through calendering rolls.

Makeready. The process of preparing a machine to perform the function for which it was
designed.

Marbling. The process of decorating paper or book edges by dipping them in different colors of
ink that have been floated on a size.

Negative. A photographic image in reverse of the original image on the camera copy. The
reverse of a positive.

New Odd Page. A right hand or odd-numbered page on which a section of a book or pamphlet is
started, such as: The table of contents, title page, new chapters or units, index, etc.
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Newsprint. A soft, sized paper made principally from ground wood-pulp, and used mostly for
newspapers, circulars, and cheaper grades of printing where permanence is not required.

Offset. An adaptation of stone lithography in which the design is drawn or photographically
reproduced on athin flexible metal plate, or other medium, from which it is transferred to the
object to be printed.

Opacity. The property of a paper which minimizes the “show-through” of printing from the
reverse side or the next sheet.

Opaquing. Painting out pinholes and other defects in negatives, or cleaning up imperfect areas of
aplate prior to etching.

Overprinting. Double printing; printing on an area that aready has been printed.

Page. One side of awritten or printed leaf.

Pamphlet. A think book with or without a paper cover, usually of 96 pages or less.

Paper Cover. A pamphlet with a separate paper cover wire stitched or glued to the binding edge.

Parchment. Split skin of sheep. The grain or wool sideis made into skives. Theflesh sideis
converted into parchment.

Pasteup. Preparation of copy by putting al elementsin proper position before photographing.

Perfect Binding. A method of binding wherein the leaves of the book are held together with an
adhesive.

Pica. The standard of type measurement in the point system, equal to 12 points or about one-
sixth of an inch; see also font. (6 picas= 1inch, 72 picas = 12 inches.)

Picking. Theremoval of the surface of paper during printing. 1t occurs when the pulling force
(tack) of theink is greater then the surface strength of the paper.

Pigment. The fine solid particles used to give used to give color or opacity to printing inks.

Plastic Binding. A solid back comb rolled to make a cylinder of any diameter. The book is
punched with slots along the binding side and the plastic comb isinserted through the dots.

Point. The unit upon which the point system of measuring typeis based. A point is nearly 1/72
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of an inch—0.023837 inch. (Seedso pica)
Porosity. The property of a paper sheet that allows the permeation of air.

Positive. A photographic image on film or glass which corresponds to the original copy. The
reverse of a negative.

Preface. Preliminary material of abook, containing the personal remarks of the author.
Press Proof. A finished proof taken on the press in one or more colors, after proper makeready.
Primary Colors. Inprinting inks: yellow, magenta, or process red, and cyan or process blue.

Progressive Proofs. Proofs of four-color-process printing plates, showing each color separately
and then combined.

Punching. Cutting holes of various shapes in cards or sheets by use of male or female dies.
Quarter Bind. A style of binding which has the spine covered with one type of material and the
sides with another. The spine material wraps the cover boards one-fifth of the distance from joint
to foredge.

Ream. 500 sheets of paper of any size.

Recto. The right-hand page of a book or signature.

Register. Fitting of two or more images upon a sheet of paper in exact alignment with each
order.

Register Marks. Marks printed on aform or place on a negative to facilitate alignment of
images.

Reverse Plate. A printing plate in which the parts that are usually black or shaded are reversed,
so they will appear white.

Rule. A thin piece of type-high metal used for printing lines of various thickness. There are
many kinds of rules. single, parallel, double, dotted, way, scoring, perforated, cutting, etc.

Running Head. A line at the top of a page showing the title of the book, the chapter, or the
subject.

Saddle Stitch. To fasten abooklet by stitching it through the spine with wire staples.
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Score. Toimpress amark in paper to make folding easier. Thisis done by use of a scoring rule
locked in aform and run on a printing press, or by one of the several bindery machinesthat can
perform this operation.

Screen. Plate glass or film with cross ruled opague lines used in cameras to reproduce
continuous tone illustrations in a series of dots.

Sef-Cover. A cover of the same kind and weight of paper as the inside text pages, usually
printed as part of the text.

Serif. The short crosslines at the ends of the main strokes of certain styles of type faces.
Showthrough. The printed image bleeds or shows through the medium on which it is printed.

Side Stitch. A binding method in which the wire stitch is run through the gathered signatures
from front to back (side wire).

Sig. Short for the word signature.

Signature. A printed sheet containing four pages or multiples of four pages, folded and
numbered to form one unit of a book or pamphlet.

SignatureLine. A line placed on the first page or asignature in alower left corner containing
the jacket number, the year of printing, and the signature number (271-555-6710).

Slug. A lead, 6 pointsthick. Also, atype line cast on aline-casting machine.

Small Caps. An aphabet of small capital letters available in most roman type faces. Commonly
used in combination with the larger capital letters.

Spine. The bound edge of a book.

Spiral Binder. A book bound with wiresin spiral form inserted through holes punched along the
binding edge.

Stitching. Fastening sheets together with wire by hand or machine.
Stock. Paper.

Substance. See basis weight.
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Super. A cheesecloth like material adhered to the spine of casebound books to add strength to
the binding. Also called crash.

Supercalendered. Paper highly polished by running it through a calender stack (a vertical stack
of heavy rollers).

Table of Contents. A table preceding the text which lists the contents of a book unit by unit in
order of appearance without regard to alphabetical sequence.

Tack. A reference to the adhesive quality (stickiness) of glue.
Tail. The bottom edge of a book.

Text Paper. See Book Paper.

Tint. A light color, normally used for backgrounds.

Tipping. Attaching paper by applying paste or glue to the edge of a sheet or in the fold of a
signature.

Title Page. A page preceding the body of the text of abook, giving its title, the name of the
author, the publishers' imprint, the date of publication, etc.

Transpose. To exchange the position of one letter, word, group of words, or illustration with
another.

Type High. 0.918 of an inch; the standard for letterpress printing.

Typography. The are of printing with type. The design, style, appearance, or arrangement of
matter printed from type.

Underscore. In composition, to set arule under aword or group of words for emphasis.
Vellum Finish. A toothy finished paper which is relatively absorbent for fast ink penetration.
Verso. The left-hand page of a book or folded sheet of paper.

Watermark. A name or design made into a sheet of paper by the dandy roll during manufacture.
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Appendix 3
(paragraph 5-7)
GPO Regional Printing & Procurement Offices

REGION 1

GPO Regiona Printing Procurement Office
John F. Kennedy Federal Building
Government Center, Room 612

Boston, MA 02203-0001

Phone: 617-565-3136

REGION 2 ()

GPO Regiona Printing Procurement Office
Southampton Office Park

928 Jaymore Road, Suite A-190
Southampton, PA  18966-3820

Phone: 215-364-6455

GPO Satellite Printing Procurement Office
Moorhead Federal Office Building

1000 Liberty Avenue, Room 501
Pittsburgh, PA 15222-4000

Phone: 412-644-2858

REGION 2 (I1)

GPO Regiona Printing Procurement Office
201 Varick Street, Room 752

New York, NY 10014-4879

Phone: 212-620-3321

REGION 3(1)

U.S. Government Printing Office
Rapid Response Center (Procurement)
1% and N Streets SE, Building 136
Washington, DC 20403

Phone: 202-755-2110
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REGION 3 (I1)

GPO Regional Printing Procurement Office
11836 Canon Boulevard, Suite 400
Newport News, VA 23606-2555

Phone: 804-873-2800

REGION 4

GPO Regiona Printing Procurement Office
401 West Peachtree Street, NW

Suite 1800

Atlanta, GA 30365-3001

Phone: 404-331-5198

GPO Satellite Printing Procurement Office
L. Mende Rivers Federa Building

334 Mesting Street, Room 122
Charleston, SC 29403-6417

Phone: 803-724-4137

REGION 5 (1)

GPO Regional Printing Procurement Office
610 South Canal Street, Room 1051
Chicago, IL 60607-4597

Phone: 312-353-3916

REGION 5 (I1)

GPO Regional Printing Procurement Office
Federa Building

200 North High Street, Room 614
Columbus, OH 43215-2493

Phone: 614-469-6884
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REGION 6

GPO Regional Printing Procurement Office
Old Post Office Building

815 Olive Street, Room 328

St. Louis, MO 63101-1531

Phone: 314-539-2371

REGION 7

GPO Regional Printing Procurement Office
U.S. Courthouse & Federal Office Building
1100 Commerce Street, Room 3D4

Ddllas, TX 75242-1001

Phone: 214-767-0451

GPO Satellite Printing Procurement Office
Building 1552, Door Two

Kelly Air Force Base, TX 78241-5000
Phone: 512-229-4775

GPO Satellite Printing Procurement Office
U.S. Customs House

423 Cana Street, Room 310

New Orleans, LA 70130-2341

Phone: 504-589-2538

GPO Satellite Printing Procurement Office
Building 206, L-55

Tinker Air Force Base, OK 73145-5000
Phone: 405-231-4146

REGION 8

GPO Regional Printing Procurement Office
Denver Federa Center

Building 53, Room d-100

Denver, CO 80255-0347

Phone: 303-236-5292
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REGION 9 ()

GPO Regional Printing Procurement Office
Federa Office Building

15000 Aviation Boulevard, Room 2W26
Lawndae, CA 90261-1087

Phone: 213-297-1650

GPO Satellite Printing Procurement Office
Valley Center Office Building

2221 Camino Del Rio South

San Diego, CA 92108-3609

Phone: 619-557-6390

REGION 9 (I1)

GPO Regional Printing Procurement Office
Building 99, Treasure Island

San Francisco, CA 94130-9991

Phone: 415-744-3078

REGION 10

GPO Regional Printing Procurement Office
Federal Center South

4735 East Margina Way South

Seattle, WA 98134-2397

Phone: 206-764-3726
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Appendix 4
(paragraph 5-11)
Sample GPO Form 907, Non-Compliance/Change Report

AGENCY PROCEDURAL HANDBOOK

PROGRAM NUMBER PRINT ORDER NUMBER JACKET NUMBER DEPT. REQ. NUMBER
- B=d30M 12 379-000 2-01234
CONTRACTOR
ialized Business Forms Co.

D NOM-COMPLLANCE ‘E COY'T DELAY—WHAT WAS DELAY, NUMBEX OF DAYS-~DPSCRIBE BELOW

E:l DRLIVERY DUE DATE ADJUSTED {AP0 ONLY) ACTUAL DATE RECEIVED
12-9-91 12-13-91 ( (ach Recstpes

— COPIES SHORT MISEING MATERLALS

[] siortace [ carron
SPBCIFICATION NON-COMPLIANC/OOV'T DBLAY

Goverrment—-caused delay — Proofs were returned

2 days late.
- )
AOENCY TELEFHONE NO. | SIGNATURE DATE
HHS 000~0000 / /Z.._, 12-2-91
NON-COMPLIANCE/CHANGE REPO! GPO Form 907 (R 1090

ard 2T

GPO FORM 307, “NON-COMPLIANCE/CHANGE REPORT"

The purpose of the GPO Form 907 is to promptly alert GPO to changes in contract schedules
and/or contractor non-compliance. To submit a Non-Compliance/Change Report, fill in all
applicable blanks for identifying the contract, the contractor, the agency, the person to contact
and the phone number. When indicating a schedule change, check the appropriate box, in-
clude the original due date, the adjusted date, and the reason for the adjustment (¢.g.. proofs
or materials late to contractor). When there is a problem with contractor non-compliance,
check the ‘‘non-compliance’ box and describe the reasons in the space provided below (e.g..
failure to return galley proofs with page proofs, etc.). Other boxes pertain to delivery, quanti-
ty, and quality problems. When any of these problems occur, check the appropriate box{es)
and briefly describe the problem(s). Problems regarding timely delivery should be supported
with copies of delivery receipts. Quality deficiencies should be supported by a sample of the
product. If additional information or evidence is required, GPO will contact the agency.
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Appendix 5
(paragraph 5-10)
Sample GPO Form 952, Desktop Publishing - Disk Information

ﬁf&mm [1+] u.s, Gr.we.rnn?ent Prm'ting Office FOR GFO USE
Desktop Publishing — Disk Intarmatian Jackat no.
This form should be completed ond submuried wirkt the alectrome media, visuaits), Program ng. _—

camera copy. if uny, und the SF-1 or GPO Form 231]. Pnni grdar no.
1. Customer
Agency/Cepanmant Date
Job litle
Agency requisition no. Program no. Print arder na.
Namea of parson complaling lorm FPhana no,
Ceskiop publishing technical contact Phana no.
2. Requested Qutput
1 GPC/contractor to output as required for printing requestad
J Output ag follows:  Output rasolution QPaper QFim 3| aser prooig/ne. of se1s
Pages 1o ba cutput Total no. of pages of autput
(cthar)
3. Computer, Operating System, and Madia
2 1IBM® or compalible with DOS @ version 1 Windows® varsion
 Macintosh@® Modei Q2 With systam
iJ Other {Unix®@, 08/2®@, aic.) Describe
Madia lype: 33 1/2* floppy disk(s) Q5 1/4" floppy disk{3) Qluantity
Other {describe including size and quantity)
4, Software )
Name of page fayout (or other "rmain") program used __ Version
Namei(s) of program{s) used for illustrations Varsion
Name(s) of other program(s) used earsion
Varsion
- continuad N BIgGK T3 O on an atashment
Lﬁla(s) supplied in: 21 Program format 21 PostSenpt format 2 Both farmats

5. Font(s) - List all fonts used in the file(s) o be output

Fant nama(s) and weights (light, compressgad, etc.) Font manutacturer {Adobs, Ditstream, etc.)

2 continuad in bleck 10 or on an atachment

Are all custom latter spacing or keming files included? JYes SiNo
Have you inciuded all printer and scraen fonts? d¥es TONo
if ro, explain

6. Visuals Submitted

Have you includad a visuai (laser or othar proof} of all pages and illustrations? QYes QNo
Was the visual made at lggs than 190G% in order (o show bieeds? OYes QNo
Coas the visual clearly show color breaks? JYes 2 No
Was the proof made on a printer using HP brand PCL language or PostScript language? QPCL 2 PostScript

508 tavarsa lor required Iile and color information.
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Appendix 5
(cont'd)

Page 2 Desktop Pubiishing — Disk Information

ProgramPrinl Qvdar Mo,

L FOR GPO USE

Jagket Ha, l

7. Flla Informatian - List information for i) files {including graphics) used in the document to be output

File Program Compression | Documents —l Graphic Linkag ]
Fija Name Siza Used Program ASCH or Fila Formay Graphics
{including extension) Usdd, (f Any PostSeript {TIFF. EPS, atc.) | Yes or No
Exampig1 96 K8 Pagemaker | Stuflit | Pagsmaker 1
Exgrapht TiF 17 MB Hustrator Nang TIFF 1 No

—

L-FLL

T
!

[

{ 2 continuag in biock 10 oF on an atlgchmant

*0ocumant = program fila formal (provide nama)

ASCH = uniprmattaa

r 8. Color Swparation information

Color idantification systeém used:

Have color separations been made? 2 Yes
Narme of program used 1o separate colars (if any)

2 Ne

0 PANTONE Matching system® 2 TRUMATGH®
Q Process colors {CMYK}

I RGB
a0 Other

Varsion

Trapping: Q Supplied 3 Mot supplied

3 Do not trap

01 Contracior 1o creals traps

[— 9. Miscelianaous Checklist

“Do the files provide for bleeds (it any)? D Y¥ss QO No
Weare changes made (o any fila(s) after the proaf was mada?

JdYes T No  If yas, explain

L=

10. NeteaSpacial Instructions

" dations for itting “Electronic Mechanicals"™

« IF you are providiag files in PostScript format oniy. remember
these are printer driver files and usuaily canno pe manipulated or
chaaged by GPO ar the conwractor. Thersfore. if any author's
alieratiops are required you wiil have to provide updated filgs.
If any Gie has been ehanged for the benefit of the printout (e.g..
making an image smaller to show blzads an a printoul) be sure o |
change the file back 2¢fore making we disk you are submisting. i

.

Alier making the pontout. camove any “'for pesiion only” images
in the files and replace them with an [D humber (referenced to the
primaows and supphed copy 1o speed up [ilm autput and thus hold
down costg,

If any halding lines {keyiines) are usad in the file 1 indicats
illustration size and posision, indicare on the prinioul whether the
linas print or not.

* On the supplied prinioul. clearly ideafy any hathones or other

copy being supplied as separate camera-ready copy.

Clearly mark any miscellantous instructions that would have

been an an aveniay (8.5, folding and perforating marks}, on the

primout or hy gther means,

Label all disks with the ag2ncy nams, projecs name, the dae the

disk was mage and the requisition ot SE-| pumber. In addition,

show a disk number and total oumbar of disks sent (£.g., 1/5).

= Keep an exact guplicats of all disks and visuals you are
submittiag wa GPQ.

To aveid false expeqlatians, any tequesied enhaneements o

data supplied (e.g., added rapping) showld bie discussed with
GPO ahead of time,

For additicnul yssistange in campitting this form and submitling electronic mechadicals, see GPQ Circulas Latear Na. 3154 and Techaical
Report Ma. 31, or call your Customer Service Representative or Regional Printing Procuremont Office,

Mension of any brand name product as an example 15 ol meant 35 an cndorse ment oF thag producl nar of its manslacIurer.
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Appendix 6

Sample GPO Form 1026A, Print Order for Marginally Punched Continuous Forms
SECTION VI. FORMS COMPLETION

PRINT ORDER FOR MARGINALLY PUNCHED CONTINUQUS FORMS GPO FOMM 0264
You ey heniby authcaitid K Mirutackue and Shp i GRAWING GIACHEEK] procuc! I SCCONGANGS W ThE PANCRRER order and MISCIRORIONS NGiCRted, R &80 P 37310
PROGAAM PRINT ORDER IJAcxst |outcrcusl C RS L

AlQO26-M §0001 301-123 VTN
DEMMATHENT AEDULISITION BAC )rm_e
_Ammy—Ft, Meade{ 2-2G306 871¢-01 Time Report #603 (7/85)
CONTRACTOR lmmuonu:n ‘msrm CoDE CONTRACTOR'S GOOE
WATERIAL [ wamcteb comaars oy 5 [0 semtatie fox s oy _L2=12 19 Q] |PUANTITY (SETS pharmious per contract)

0 Zameca Copy R Repmt Copy 03 Manuscripl Copy ) sempia 20,000

DESCRIPTION __ 3-Part Tvpe amxd Rule Fomm
0O STOCK FORM X CUSTOM FORM SIZE (Overall): Width 93 f2 inches; Cepth 11 inches

Equipment Py TFM 3271
o Unipe: Dm.m—u.n-rﬁm-nm Burwiec-Devotsio_ Marmialler
T

PAPER.TO BE FURNISHED BY CONTRACTOR- TYPE OF INK COLOR
PART BASIS 500 SHEETS 17 X 22" CHANGE Fartore Ma. PRINTS
NG —1  HesDTO
coLon KiND mé! FACE BACK, FACE Banx OVERPAINT
" Ehite C.¥W. Bond 11-13 Black — Q80
@ \White C.W. Bongd 11-13 |Mar Black — 0S0
™ White C.W. Bond 11-13 Mar Black — 80
14
15
18] 1
B cemy pewnt in__ Rl e, O waoieg signed L] Extrvid mrrenty
MARGINS ircrun ’__25_ Fool Leh Ragnz PROOF REQUIRED S pemoly 47 topy fo-
X Fonew smois cory Face Sots
[ wacsimasen o will b -ﬂ::: not nnl;m-ﬂ_.—w
o fmONp N s plam G st
INTERLEAVING CARBONS 1oL ot i ko receiod of an '°“‘“’ prnl.
Narrow UnEURche. Ciron Short 3/8 * on et 3i/R * an righl PACKING P Sultahle W P SO CONRY.
CONTAINERS - LEVEL (I8 EC
JOINING sets e 15 5w ot o K Ona oraak par comane (spieas wt socsDe]
B cimpinma (B ren (A Aght magnis O uos gue in [ ven T Avont margingey [ Unkwokan, sirips {spicses acraptabia)
[ Pestois st o e [ Len [ mgn margangs; [ skp gue (s “ARDL INSTRY) [ Unoroken sirpe. (apsions rex sccovoimsie)
PERFORATION L] Bar coting
MARGINAL _ 1/2 _ ~vom (8 Lex woe _1/2 - o B Pigea mce Blrwr e [Ra e
TEARLINE rerporial warins avary 11 - DISTRIBUTION
ADDITIONAL E St - st mrts s b shipowd o the contraciors piset on or owtors 1/ 17 532
[ Clean sgge perforabons [Jasdes [Jian [QdrTanm O Dwbvir - st nets must Do receved  Sasenaionia) oo or betors wo_
FILE PUNCHING snnar ] oweuent [ DELIVERY SCHEDULE -
Wumcer | Dism. Wtvet C. 1o . LocationTo Center of Mok arn oy B
2 1/4 | 2=3/4 A/8 Frem Top Perf - ¥ e
et by . 19
Comac bols v 31 /2 plmansion(s} Balarew by m
NUMBERING oo fom 0 19,999 in red ink in ADDITIONAL INSTRUCTIONS NOTE: Delivery must
the top left corner he .
2:30 pom. (Monday = Friday)
SHIF TG
20,000 Sers to: 15 Samples to:
_HOOB ~ DAFN - TMP =R Arny Field Prinpting Blant

Bldg. 1978, Boogm 121 Bldg. 4557 = O Rasement
—Bemate 198 and 20th . Street Ft. George G. Meads, MD _20755-5185
Ft. Genrge G, Meade, MO 20755-510(5

] See afiached distribution list
FOR INFORMATION CONCERNMNING THESE SPECIFICATIONS CALL
DCate comracior notified of award [ | By

wm(w wd Tt}
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(cont'd)

SECTION VI. FORMS COMPLETION

GUIDELINES FOR PREPARING GPO FORM 1026a

When completing print orders for placement under Program A1026-M, all applicable
boxes must be flled in. In no case shall requirements be omitted. At a8 minimum, the
informarton below muse be included in che appropriace spaces on the prine order (GBO
FORM 1026A), similar co rhar Hlustrated on page 31.

Line 1 {GPQ information)—Programm number, Print
Order number/Jacket number (if open Requisition was
submirted for block of print order numbers}, Object Class
(for apprepriate GPO office), Estimated Cost (if sold via
direct deal authority), and current Dare.

Line 2 (Department information)—Department name,
Requisition number, Billing Address Code (BAC), Title
and Form number {(if applicable).

Line 3 (Contractor informarion)—Qnly applicable to
Departments with direer deal authoriry. Conrracror
name, Purchase (Jrder numper, Stace Code, and Cen-
tractor’s Code.

Material block—Indicate type of copy furnished; nega-
tives, camera, reprint, manuscript, and sample.

Quangity block—Enter quantity required in number of
sets. Do not use “Box™, “M”, or similar designations to
specify amounts.

Stock or Custom and Size boxes—Indicare wherher the
form is Custom or Stack and specify width and depth
af form in inches. Width is the overs]] distance between
the left and right edges of the paper, including marginal
aligning scrips. Depth is either 8-% or [17.

Equipment block—List computer printers, forms burst-
ing and decollating equipment by make and model
number.

Form Description block—Enrter description of paper;
color, kind, and substance (basic weight) for each part.
Selections must be made from paper specified in the con-
eract. Enter marginal (MAR), minor {MIN} or major
{MA]) to indicare cypogtaphical changes from part ro part
as defined in GPO Contract Terms (Pub. 310.2, Rev.
§_88). Changes are deterrained from face of part ro face
of following part and back of part to back of fallowing
part in sequence. Specify color(s) of ink required for face,
back and overprint as appropriate. When forms print face
and back, indicated whether printing is head to head,
head to foot, head to left or head to right as appropriate.

Effective Date: April 1, 1998

Miscellaneous items—Check che box if copy designations
print in 2 coler other than the base form color and indi-
care the color of ink required. Check boxes for Warn-
ing Signal or Extended Warranty when required. These
options are defined in the program.

Margins block—If margins provided on copy are accurate,
check “Follow cample/ copy” box. Otherwise enrer ail
necessary margin measurements. Head and foor margins
are determined from tearline perforations ta base form
printing. Left end right margins are measured from over-
all width edges (including marginal aligning strips} to first
printing. No entry & necessary for hlank forms.

Interlaaving Carbons block ~When carben interleaving

is required in forms, indicage the short measurameants for
the left and right sides.

Joining block—Indicate the type and locarion of joining
desired. Descriptions of the various types of joining
methods are contaimed in the program.

Perforation block—Enter location of marginal {(vertical}
perforations, measured from nearest edge of overall sheet
o perforation. Enter distance between tearline (horizon-
) perforation. This measurement should be the same
as the overall depth of the form. Additional vertical
and/or horizontal perforation instructions may be
entered in space provided.

File Punching block—Indicare if file punching is required
and how many holes, their diameter, centat-to-centes
distatice between holes, and distance from centerline
common to all of the holes to the closest edge of the sheet.
Indicate the dirmension in which file holes are to be
centered.

Numbering block—Fort serjally numbered jobs, specify
the first and last number desired.

Proof block--Under the "Proof Required”, give number
of secs desired, up to @ maximum of three sets. The num-
ber of days proofs will be held must be filled in whenever
proofs are requested. No entry required unless proof is

needed,
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(cont'd)

AGENCY PROCEDURAL HANDBOOK

Packing block—Enter desired number of sets per contain-
er when necessary. If contractor’s standard quantity per
container is acceprabie, indicate “suitable”. Check level
of packing required, as defined in the program. Indicate
whether ane break in continuous forms per conrainer
is suitable, or if unbroken strips are required with or
without splicing acceptable. Check type of pallet
required, when appropriate. The two types of pallets
available are definod in the program.

Distribution black—Check either ship or deliver as
applicable and enter date. If partials are raquired, as de-
fined in the program, check either ship or deliver and
enter partial quantities and dates then complete balance
quantity and date,

Ship to block—Give complete shipping address and
address for return of furnished material and samples, If

Effective Date: April 1, 1998

a distribution list is necessary, supply 4 copies with the
requisition. Note: the maximum number of destinations
permissable an the program is 18. Please state if inside
delivery is required.

Departmenral Authority—Affix signature and title of per-
son duly authorized to sign the requisition.

Agencies submitting print orders ta GPO for placement
under Term Contract A1026-M must understand the
terms and conditions of the program. The requirements
of the print order must agree with the requirements speci-
fied in the program. No prine order will be placed which
requires performancs not provided for in the progrem,
or which waives any contractual agreement, regardless
of how minor these modifications may scern.
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Appendix 7

Sample GPO Form 1815, Notice of Quality Defects
SECTTON VI, FORMS COMPLETION

WPOrEMIE e NOTICE OF QUALITY DEFECTS DATE: 12/24/91
DEPARTHENTIABENCY CONTRACTOR ]
Agriculture ABCXYZ Company
BP0 JAGKET NO. PROGRAM NO.
279-000 814-m
AEQUISTTION NOC. PRINT OROEM NC. _]
2-00001 00001
QUALITY DEFECTS
PRINTING ATTRIBUTES FINISHING
P-1. Hickies and Spota F-1. Trim Size
P-2. Extraneous Marks F-2. Mispiacement and Misalignment of Cover Image
P-3. Moire F-3. Cowaer Posltlon
P-4, Register F-4. Falding Position and Skewnass
P-5. Text and lllustration [mage Pasition F-5. Perfect Bound Book Durabitity
P-.8. Newton's Ring F-6. Loose Cover, Pages and Binding
P-7. Typs Quailty and Uniformity F-7. Excess Glua
P-8. Halftone Match F-2. Damaged Pagsoa
P-9. Solid or Screen Tints Color Match F-8. Damaged Edges
P-10. Process Color Match F-10. Warpage of Case Bound Books
P-11, Rub Ragistence of Printad Image F-11. Damaged Covers
F=12. Missing Pages
OTHER F-13. Upside Down Cover
F-14. Upside Down Pages
Incorrect Packaging F-15. Blank Pagas- Other Than Specifled
Incorrect Shipping Containers F-18. Wrong Pagination
Quantity Delivered Short F-17. Loes of Information
Damags Incurred During Shipping F-18. A Serious Shift in Process Color Match

Departmental Random Copises (Blua Label) not furnished

Additional Remarks Due 500 copiles to Washington, DC only received 450. This
Department has eXperienced a work stoppage which to date has cost
£10,500 and an undetermined loss te our Food Stamp Preogram in uncollecteﬁ
fees., Actual figures will be furnished at a later date.

ACTION REQUESTED

IE Quality dues not mest specifications and the matarial cannat be utilized. It is redquested that the entire/partial order ba:
Reprinted
Corrected

[_] Guality does not meat specifications; howaver, the materials can/must ba utllized. It is requested that the arice be discountsd.

|___| Other {please specify)

Plaasa advise _Iohn Dne wisphone 72 QX AXH of tha
actlon taken or for further assistarice.

FOR AFC USE QNLY
Date forwarded 10 Printing ProcuramentProduction/GC & TDviathar

Raqueasted resolution date Actuai date

Printing Spaciallst Telephone
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PLEASE SUPPLY THE FOLLOWING NECESSARY MATERIALS {IF APPROPRIATE) FOR CUR INSPECTION:
NOT AETURNED
ENCLOBED BY CONTRACTOR WA
KR Sampiaa (Conatructlon, folding, etc. . . .}
K Manuseript
oo Camera Copy
P Tore Neagatives
XY Proofs (Blualine, color kay, slc. . . .)
WX OK'd Prass Shests
XXX Daparimantal Randern Copies (Blus Labseh

If the contractor has not deliverad the Departmental Random Copies (Blue Label), pisase utilize the foliowing sampiing plan for
pulling random copies:

up to 3,200=13 copies
3,201 10 10,000 = 20 copies
14,001 to 35,000 =32 copies
35,001 and ovar= 50 copies

Additional sampies may ba requested fu furthar aid in our ingpection.

Far muitiple destinations, a random sample of destinations is selscted, and a random sample of items is gsiectad at aach sample
destination. Each item in a lot must have the same probabliity of being saiected in the sampling.

If copies were pulled randomly by the agency, from which dastination(s) wars they salactad and how many copias from sach?

| heraby certify that the enclozad random copies have been selected in accordance with 1'?2"’ plan above. 1 understand
o

that | may ba required o tastify at a hearing regarding my selection metnod, 2

The penalty provided tor meking faise statements is prescribed in 18 USC 1001.

, 12/24/91
Signature Daiw

Questions conceming the proper procedurs for pulllng samples should be directed to your normai GPO contact or the Quality
Assurance Section [202) 512-0542,

It the cormplaint raqueats a REPRINT/CORRECTICN, the following information is required:

Whera can rejected copies be picked up all lacations have heesn notifisd

Contact parson/phone no. __JTohn Doso 22 0=NXA

The processing of this complaint muy be delayed If the above Information is not completely fllled out.

FOR GPO USE ONLY —(SuDoc caopies)
SuDocs did not ride
Sales coplas have besn put on hotd Sales copies are OK as is

Depository coples have besn put on hold Depository copioss are OK as is

“eeor 1991 QO - 295-558
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(paragraph 5-11)
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Sample GPO Form 2511, Print Order

QPO Farm 2211
M-ame S
PRINT ORDER Yo arm harmiey suthormd t anal shig et follenwing described ot i i e Purchase srsis and spepion
CEPARTMENT ‘]Tmnn TATE PURCHASE DRDER N0, PR CPDER WO,
Ay 2-01234 10=9-91 42500 00001
TNTRACTER WRETNG. EETIMATED CO6T PR, DATI
A0y Contractor 715-000 11-12-91
™mE RNCTCLASS  [STATECUOE | CONTHE CODE TROGAAM MO,
i inj 24.43 QRO 09340 1262-M
O C DATEDVE  OATSGOVT  PETURNDATE | AMPRGRMMATION CHARIEABLE LMD ACOPRES CODE AC) | CANTTTY
TGOV | WALHOD To oW,
e 2 hgeig 3 0-24-51 3710~00 P
- £0-26 3 110-26-97 Rt e | TSR s
me | 2 Nio-g) 2 —4-a1 | x| | v B=1/2 ¥ 11
MATERRAL FURMISHED) TO) CONTRACTOR
L Halowmy Linw M, Camarn Copy L Bircary Olher
72 | 16 | s 1 I
TeTEme White Offset CMERSTOR. hite Vellum X JAHY | FOuD-M SO
Book, Sub 50 finish cover, Sub 50 ) .
mo?m‘wtt;unn:m Eg-mwm - wm W,_ o \m }na:mms
o 4 Tl L] 1
uL] ] Blue | “Black [Xi% %] Est. 36 . [ Fst, 40
T ] .
DN rmntmie i e o - e o
P S i g ki g o Cornr of it o o ot ot et
i T on Pt Drer Py ot Wy s Pud ot * mn, Oigboard suprert,
L=~ vt W Pac o s s [ retems rornd,
R FETURN HES TO 0R0 FOR §TORAGE wE ]

Transportation Qfficer

U.5. Amny AG Publications Center
2800 Eastern Boulevard

Bengies, MD 21220

e ol mocmueas 1 HQDA  (DAAG-PAR)
Washington, DC 20310

Ompuwrinera Augrorny (Sigraiury snd T

DATE JENT TO CONTRACTOR

Effective Date: April 1, 1998
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Appendix 9
(paragraph 6-3)
Sample GPO Form 3868, Notification of Intent to Publish

SECTION VI. FORMS COMPLETION

NOTIFICATION OF INTENT TO PUBLISH—RORM 3888 .. numows

o rasca s That your oubication will ricaiv premer coftarderation fof inclusion in oue Seies snd Depositery 1Sulocs will prowide.)
Library programa, plassy supply 8 of the requested Infarrnation Svailabie at 1Ne time this form is sub- . _
mitad. Plasss mubimit vt fesst 30 diye bafore sending in your Printing RBOUISILN, whEthEr YO recom- Printing snd Binding Req. Number 9-01234
mend your puisication for sl or 0ol Twe copise of the complemsd form shoukd be sent to; Documsnts RAFG Conwal Number
Control Branch ISSMCI, LS. Government Printing Offics, Washingtan, OC 20402, Ouie Submined__3-2~-89
Plesss type. Form is sligned for typewriter use. ::‘"' ""“"f D publiaher [ printing ofticer
Pars |. ' be completed by AGENCY PUBLISHER or PROGRAM OFFICER.
JOHN SMITH Edi _
iPublighar, Program Otficer, or Anhor's Namsi {Position or Tite} (Arsa Cods} (Monel
NASA FPLANETARY SERVICE DIVISION
{Publighing Agency} Furesu)

1. T pf publiestion _ QN MARS, EXPLORSTION (QF THE RED PLANET

2. Whit publicstion doaa it ? Stock Number _D33-000-DOQO0=0 . Twe__Same. {1987 aa %
3. How doas this sompare with privious sditions? ..Zx:gngimg]; roviged and updarped

4, Intended terget sudisnces. [Plaase be 88 specific as possible, ag., indichte 7085/ Fusd ene/Gy resesrchars inswead of ressarchers or sciantists,)

Snaca historisans and perpons infavasted io snaces sxploratian of Mirs
Pl o — e b e

5. Briet gescription af contents Traces the history of KASA's exploration of Mars, focusing on the

Mariner, Yoyager, and ¥iking spacecraft programs.

300

6. Quantity for agency distribution Spacific audiences far sgéncy distribution _LNCETNAL

7. Rectummanded for sale Iﬂ ‘hl—Oulﬂ'llﬁ'_Lu,,O.QO“ D No  Aesaen for 'mmmmdlllonwm
8 Suggéstad sudisncas for sale copies ]
8. WH ggency mailing lints be usad toar your promgarions) meilings? D L% G] Tt it yos, numbar of addrensas eveiintw 20 GO0 I
10. Peaye chack typws of promotions plannéd by sgenty tor sales copies:
G Fiver—cuentity__ 20,600 Audiences__Agency list af people ipreresred in space puhlicatians .
Proua Rsl — Quantity__ 200 Ayl derospice & AStronomy Magarinmes & Jonynaleg 00000
Raview Copiys — Guantity. 200 Audisncas_* w " n " " n " L1 " " n n
Advertsing in: sncy Pubficetions Peid Madis |} other Est. Totpl Chrcuterion 15,000
1. Depository Libwary dimtribution You No it no, reason [See reverss for explénation) ] v [ 2)
Part H. SPECIFICATIONS: To be completed by AGENCY PRINTING OFFICER. LAQ1) SREay 56
(Printing Cficer’s Nama!} {Arsa Code) {Phone)
12, Pubilzgtion dascription: [E Mon-subgcrgtian D Scibearigtion B Naw D Revision D Reprint
Serps—HNumbar __ NASA SP 4712, Anti d revision dute Serigs ~Title i ies
13, FORWAT, % bock L) tpa coveR: L wn winoinG: L1 seddi snen [ tomanat bandad
folder E migratorm g Paper D ide stitch D punchaed shrink wrapped
form wther. Chssboung LT achesive L1 aritea {7 other
Map athet W
4, Unit of insus No. of Peges _SA0 _ Ne of Muswrations 200 TS B .5 ¢ 11MNo offoldiea
16. #-coipr process s No Smelast typp MZS inpoints _ 8 000000000
W Jecket Mo Program No. Print Order Na.
17. Printar: E Main GPO D Den! Direct D Waivar mPﬁ Asgicnai Ofice (Cityl
Part #l. Th be compiated &y SUPERINTENDENT OF DOCUMENTS WS initisis/Date
18 SwDucs riding for topies D Mot for saley D For palp line pniy D Individual cartons D Cartans D Othar
1. Dep. Libriging for ________ copien File Coplaa €S Copies M number
Pary (V. Thin apace mey be uasd by AGENCY.
DG will vnda fon peper 2upiae rinth cooias
mpwr SN Price; #. Cloth &N Price: §

iPD Form JR4B (B 2-08)
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Appendix 10
(paragraph 1-4)
Sample SF-1, Printing & Binding Requisition

SECTION VI. FORMS COMPLETION

SF PRINTING AND BINDING REQUISITION TRGHT W0 (Tangnn
To the PUBLIC PRINTER Please furnish the follewing:

FROM | Deparmen or Covernmen ln-hmnn@

| Bure 0 Hiwce|

e —— [0
O i giio)

TEENTITY (Darty of lcbrd aradwciLh TIRISATN PAOCULT | Chrts Drer) CaFLLTa e
; ¢ Fan o
Ofms, O O 070 0%

g 0 mmr@ Thagurirn o | “Fackal W21 STF wiTh ROREITRR ®

T TINSF CHOICE 51208, Coe 490 Dates mwEM | SCOND CHOCT (1 vy [ n A T —
*
B ext o
2 iy
g |Cover
g‘( OTMER £Seacar )
[
0 (M aymaic 20w ) 1Hepp s | LCamary Loprh \Imur 15haal prated cosy | i I @
5 D owect 0w oiver l !
£ [TIPTTVFE (Pmnl. Tace. Lnadeds Soth QSFLAT TTE (Face) (I Tt T TYRWTE .,
: q CENNNO B )
g [P FaET WIOTH o Al T g TR T3 THOLD R PRCDUCL =] llwn X
Ceis LL ] it
Q| @'l | 27 Weers
[ LI (| Wntkaloek ) O
n ﬁ'su lu s ‘umu @ 1
= FHNTD T 0
g Bt . | . [ e (38)
g :ur. (Wakaradt and CoM | il [>T
a Cowee m Some l- ot ]m teaiue)
2 s Ba et P | ~ % mpm
1B o 10 Cenler s 1w 1 tPoirieea
g [ ] 1)
[
[

L) 043 T ORI W ol
@ TEn LAY ]m.n@um et e o @ o HE | P
L w \

FACEAGAG 1Socnly LG FAEX BT
reentn ParKAG] @ CARTONS  [rmmaneD

DELIVERY

PROGFS AND

————
FOR ADOIT IO, L] oM COMTAL L (Mame siad [ebeprons Hombe |

62
L Mssﬁ hav nod been dibipaes]
63

—— m—
e Hiihy [MH OWE 0k vy Pellouired oy 3w M1 NECRLIAY 16 Ihe CHAOVCE DU 1AL Brbiadss o) (e oow meml womed gocrnmend edlibldhameol

STAHOARD FOM 1 (Fie Jube 19794
Presgepen by GRO
Tilg 44 ol ::"n us Coom L=y R iThaeh

UE, GOVERRMENT PRWTING OFFICE : 13— 327374
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Appendix 10
(cont'd)

GUIDELINES FOR PREPARING STANDARD FORM 1
(PRINTING AND BINDING REQUISITION)

The following instructions are inrended as a basic guide to completing che Printing
and Binding Requisition, Standard Form 1. Contact your Printing Officer or liaison pet-
sonne! at the Government Printing Office for clarification of tachnical questions.

Paragraph numbers refer to the corresponding sections on the illustration. All applicable
sections must be filled in accurately before the requisition can be processed.

. Insert the number of the requisition in sequence of

release. If a requisition is canceled DO NOT usge the
same number again.’

Insert name of department or (Government agency
and bureau or office originaring the requisition.

. Insert the date on which requisition is prepared.

. Enter the appropriatior: symbel number, expenditure

account, allotment, object classification, bureau con-
tral pumber, ate., and/or state whether publication
s required by specific provision of law, authorized by

the OMB, etc.

. Enter the six-digit Billing Address Code (BAC)

assigned your agency ty GPOL I none has been
assigned, see item 63.

. To be initialed by chat persen in the ordering burcau

or office having authority o commit funds.

. Enter the full title of the ptoduct except when in con-

flict with security regulations. Do not use generalized
descriptions.

. Enter the qualiry level requested under the rerms of

the Quality Assurance Through Actribures Program,
The primary responsibilicy for assigning levels rests
with the ordering sgency; if none is requested,
however, the GPO will establish one and norify the
agency.

. Insert form number if applicable and revision date,

if available.

Under “Quantity” insert the number of unirs of
finished product and indicate under “Finished
Product” the description of the units shown. A unir
is the completely assembled product, such as a pad,
kit, book or pamphlet. For instance, do not give the
total number of items comprising a set, but only the
number of sets. Quanricies for che individual items

Effective Date: April 1, 1998

12,

14,

15,

sheuld be listed under “Additional Information” or
on a separate instruction sheet,

. Enter Top Secret, Secret, Confidential, Official Use

Cnly, Controlled Item, Dated Periadical, Current
Work, ete., when applicable.

1f chis requisition is a rider (ie., an order for addi-
tignal copies of an item ordered on another requisi-
tion or print order}, indicate the originating depart-
ment, the requisition number, the print order
mamber, if approprizie, and, if aveilable, the GPO
jacker number assigned to thatr requisition.

. This space is used only when there is a requirement

for critical coordination of the production and
delivery of diffevent bur related items, ordered on
separate requisitions. For example, 2 publication
ordered on one Tequisition may be of no value to the
user without a form which has been ordered on
another requisition. In this case, the two equisidons
would be coordinated, or “strapped” in order to have
the publications and forms printed and shipped
the user simultaneously. Enter the number of the reg-
uisition(s) with which this ovder will be “strapped.”

Enter description of paper for texr, cover, and/or
ather parts of preduct, such as fold-ins, inserts, etc.;
type ar grade, color, substance (hasis weight) and JCP
Code Number in that otder. Paper selections must
be made from the listing approved by the Jeint Com-
mittee on Printing for the requested usage. Enrer your
second choice of paper, if any, where indicared. Enter,
where appropriste, the color or colors of ink (and
number) required. Do not simply state “blus" or
“red"”; when possible, give commercial manufacrurer's
numbers to be matched (ie., PMS),

If you are providing magnetic tape, chack whether
it is a direct drive output tape {comparitle with GPC
electronic phatocomposition equipment) or ocher re-
quiring a cotversion program, or an imput tape that
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17.

18.

20.

PAY

23,

26,

1.

Appendix 10
(cont'd)

AGENCY PROCEDURAL HANDBOOK

is coded using a generzlized input language. I you
are providing negatives, camera copy, Manuscript, ot
printed copies to shoot, enter the number of
negatives, folios, or pages in the appropriate space.

If the product has been printed by or through GPO
before, insert the last jacket and requisition numbers.

Indicate size and face of type desited for Lody or texy
speclfy.whethcr leaded ot solid. Enter descriprion of
type for display matrer, such as side heads, center
heads, and chapter headings.

Indicate top and back (binding) margins desired. The
GPO will recommend appropriate margins if not
indicared.

. If this space is checked, the printer will “follow

lireratly” the spelling, punctudtion, capitalization, ab-
breviation, erc., in accordance with the manuscript
as submitted.

Check if accurate registracion is required for mulsi-
ple copy forms. If form must vegister with another
farm previcusly printed, actach a copy of the printed
form, marked “for register purposes only.”

Indicate whether typewriter spacing is critical in the
design of the form.

. Enter overall width of type page in picas, the number

of columns ro cthe page, and the width of columns
in picas.

Enter depth of body of text in picas. If the publica.
rior: 1s to have a running head, this is included in
the rotal page depth. Do net include bottom page
folios.

. Indicate total aumber of illustrations to be used.

5.

If reproducibles from a previcus printing are 1o be
used, and are being stored by GPO under a jacket
and requisirion number other than the last princing
(see itern [6), enter that jacket and requisition
number. (Reproducibles ace not stared in RPPO's)

When stored reproducibles are used by other than
the originating agency, they must be restored o rhe
original jacket for the balance of the unused storage
period, Therefore, if you have been authorized re bor-
row repraducibles, indicate in this space,

if you want GPO to store the reproducibles from this
job, specify what kind of marerials are to be stored
and the number of weeks they are to be heid.
Reproducibles, excepr oype, will be stored {n mulriples
of 104-week periods. Trpe will be stored in multiples
of 13-week periods. All reproducibles will be
desrroyed, without notice to the ordering agency,
upon expiration of the storage period. Storage may
be extended by submission of a requisition or print

Effective Date: April 1, 1998

28

29.
30.

3L

32

33

34.

33,

36,

37.

3.

order at least 30 days prict to the expiration dare.
This box is also used ro indicate whether che
reproducikles are to be returned to you or destroyed.
f they are to be teturned, give a full teturn addeass
under “Additions] [nformation.” (RPPO's do not store
reproducibles. Therefore, when requisitioning
printing through a RPPO, you must indicate -che
desited disposition of negatives, camera copy, etc.)

Check whether you desire printing on one side only,
boch sides head to head, head to toot, or other, [f
other, elaborate under “Additional Information,”

Indicate which cover pages will prine.

Check if ernbossing iz desited, The law limits e
bossed stacionery to the use of certain officials only.

Indicace if ruling is required. This applies to ledger
and similar forms.

Indicate whether perforating and/or scoting will be
required and the position of same.

For serially numbered jobs, specify the first and last
pumber desired. The job should be designed so that
grincing and numbering may be done in one opera-
rion and in the same cotor of ink. i not, specity the
color of ink desired for numbzring. Indicate whether
missing numbers are acceprable and {f missing
numbers must be identified on the inner-package
label packing siip.

For forms and other Aat sheer grinting, show dimen-
sions in inches with horizonral printing dimension
first. If direction of printing differs on the face and
baclk, the face printing will control the dimensions.
On lipped cards or sheets the overall meessurement
should be given, including the lip.

For folded forms, flyers, ete., give the folded dimen-
sions of the sheet with the horizonral printing dimen-
sion first. ‘When unusual or complicated folding is
desired, a sample or dummy should be submitted to
show the exact folding requirements, with the folds
labeled in sequence (A to A, etcd. When & is
necessary o make marks on copy, use nonfepro-
ducible blue.

For printed books and pamphless give hovizontal
printing dimension first.

If known, enter the exact number of pages in the
finished product. This figure should include any
blank pages. [f che exace number of pages cannor be
determined, enter an estimate.

. Indicare nuraber of foldins ot inserts (Such as cherts,

maps, illustrations, etc.) which are not a part of the
text, that are to be tipped or bound into the book,

Aupplies to pamphters and similar work. Indicate in
appropriate box whether self-cover (i.e., the cover is
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Appendix 10

(cont'd)

SECTION V1. FORMS COMPLETION

of the same stock as text) or separare cover (j.e., the
cover is of a stock different from text). If separare
cover, be sure ta indicave cover stack in irem (4. Selt-
cover is more economical.

Check method of stitching desired, and indicate the
number of stitches to be used. Generally, publicarions
through 96 pages are saddle stitched; books and pam-
phlets of over 96 pages and up to approximately %"
in thickness are side stitched; those over 74" in
thickness or requiring flar opening are sewn or
adhesive bound.

In many cases, pasting of small pamphiets is more
econamical than wirestitching., When pasting is ac-
ceptable it is suggested that an X be placed in both
itemns 40 {Saddle} and 41 (Paste) with che word “Cr”
inserted between. GPO will then use the method
which is most economical for chat particular job.

Indicate f a wim-foursides looseleaf produer is
desired. [ndicate drilling or punching requirements
under itern 48. Note that a perforate-on-fold looseleaf.
type product can be specified under icem 32.

Indicate whether adhesive (“Decfece’ binding is
desired.

[ndicate whether sewing is desired. Sewing is more
expensive than either wirescitching or adhesive
binding.

Indicare wherther case binding is required, as well as
the kind and color of hinding material.

Applies to casebound boaoks covered with fabrikoid,
buckram, cloth, or sitailar materials, or binders, cer-
tificates, etc. Check the location of stamping and
whether gold {used on leather} or imiration gold, or
ink (specify color} is desired.

If padding is required, indicate whether gummed or
stitched. Pads will be gummed or stitched at the top
urtless indicaced ocherwise in che position {Pos.} box,
Enter the number of sheets per pad. [f sets are being
padded, list the tumber of sets in 4 pad and the
number of sheers in sach set. (Snap-outs/multiforms
shiould be ordered on Standard Form 1-C).

lndicate i panching or drilling s required and {a)
shupe of punch, (b) how many holes, {c) their
diameter, (d} center-to-center distance berween holes,

Effective Date: April 1, 1998

4G,

50,

sl

32,

53,

55.

and {s} distance from centerline common o all of
the haoles to the closest edge of the sheet.

Specify number and position of round coeners, such
as "4 corners” or “upper right and left,” ste.

Specify order of gathering of sheets in a ser, such as
original, duplicate, triplicate, etc., or white, pink,
vellow, etc.

Indicare if carbon interleaves are required wirhin pads
or sers of a form. {If carbanless paper (s required,
specify under item 14.)

Indicate cype of index, if any, desired, “Cut” refers
to indexes having a portion of the text pages cut out
so that the ourter edge of the index tab is flush with
the trimmed edge of the book. Alse known as
“Thumb” index. “Tab’ refers to index tabs extending
beyond the trimmed edge of the page, “Blaed” rafers
to any index wherein the index listing is placed on
the cover orv an inside page with locator marks
bleeding off the edge and corresponding to similar
marks in rhe rexr.

Indicate che height af ip (¥ etc.). The widrh of sach
cut is expressed as a fraction of the total number of
tabs that can be cut out of rhe full depth of a sheet
{14, L5, erc.). Under position {Pos.): If less than a full
bank {one complete row} is required, list the positions
wanted {1, 2, 3, etc.). If more thao one bank or row
is desired, list the toral number of tab pasitions re-
quired.

. Specity date proof is requesced. No entry is required

uniess proof is needed on or before a certain dare
because of special requirements. When proofs are re-
quired, GPO will ser up a production schedule in ac-
cordance with the requested delivery date and the
number of days char che proof(s) will be held by the
originating bureau or office. Under “Proof Sets,” give
the number of sets of galley and/or page proofs re-
quired. An additianal charge is made by GPO when
more than four sets of offset or type proofs are
specified on in-house work. “Depe. Hold” is to be
filled in WHENEVER PROOFS ARE REQUIRED.
If practs are held for a longer period than originally
agreed by the ortiginating bureau or office, delivery
will be delayed, usually for considerably more than
the additional time that proofs are held. Under
"Proofs To,” give the complete name and address for
delivery of proofs, including room number,

Specify when delivery of order is required.
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(cont'd)

AGENCY PROCEDURAIL HANDBOOK

Check or specify the type of internal packaging
desired. If “Suitable” is checked, internal packaging
will be accomplished in accordance with commercial
practices.

The unit of quanticy of finished product given under
item 10 must be used as a basis for packaging.

Check if exrerior cartons are required.

Indicate if B/L (Bill of Lading} is furnished to GPO
by the originating agency.

Give complete shipping address (e.g., Department or
Agency, name of constituent organization; bureau;
regional, territorial, area, field or other office; divi-
sion or section, nurnber and street; name of building;
1o0m number; city, state, and zip code+4*). Return
address for camera copy, negatives, magnetic tapes,
etc., should be indicated under “Additional Informa-
aon If a distribution list i1s necessary, supply 4 copies
with the requisition. Indicate if inside delivery is
required.

Effective Date: April 1, 1998

6!, Indicace any special information {such as surcharge

or overtime authorized), additional specifications, or
instructions needed 1o AM-PLIFY data in the items
of the requisition. DO NOT use this space for infor-
mation for which ample room is provided elsewhere
on the reguisition. DO NOT use this space for in-
structions that should be on the copy, such as in-
denitions, running heads, percentage of reduction, etc.
If additional instrucrions are carried on a separate
sheet, indicate "See instruction sheet” in this space,

62. Insert che name and relephone numbet of the per-

son or persons who may be contacted for additional
information regarding this joh.

63, Insert the agency billing address only if a billing ad-

dress code (BAC) has not been assigned by GPO (see
itemn 5).

64, Affix signature and title of person authorized to sign

the requisition. Said aurhorizarion must be on file
{via memo) with GPO Departmental Account
Representarive Division and with the PPQ where the
requisition is placed.

*Agencies can obtain the +4 code by calling 1-800-128-8777.
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Appendix 11

Sample SF 1C, Printing & Binding Requisition for Specialty Items

PRINTING AND BINDING REQUISITION FOR SPECIALTY ITEMS
To the PUBLIC PRINTER-Pisass couss tha followlng work to by furnished:

LSt (hamgred Gt GPO)  Roquation o,

FROM (D o Establsty Buensorcice) Tasborasaty Govale  Dale
APPROPRIATION CHARGEABLE AST PR
APPROPRIATION CHARGEAB! DAL
TetCe T Fom No BASE FGRM
{ Red. NO. Jacket_Ma
GUANTITY = sas Teads - Books | MUES IDepament] , Re0 o Jacket Na. TSTRAD with Req NS,
_ (omen; ' o f : .
(:gf;IPTIION T Unitwers (Sropoua) ;) Single S 1 Double Sb ) Fanfold | Stnp . Margely puncned L Contnuous |, In sings of sots
licalua — — — iy ., N - -

plasinis [ Oroct mage mastwr [ vectsgraph [ Azogreph T~ Feiswerstys i Subaiyle ;0 (Dthary

Ea ire Paper wases ). 000 sneels) Gobcatww Howd L S

Ne: (Datachad) Cotor Supsiwncs Face Back ot il

7 Topooly

COVER I (Omer)
‘Ssoek jCalar 8AF t
. )

. Twa pwce

ThGENesd  Sidels) BACK-Hed
MARGINS

T wrap moundt

— , -
ot STy (P

{7 o st mop

TaRr
y Baaig (1,000 yresis; "

\ - [ Guepasta T Foosdgem T Pad ) Wheattch | Sew

SERML mﬁzm—ﬂm\ ol »

NUMBERS ' covers—+rom o o

WYERUEAVE _ Garvmen - Aflor  CQUOR

in ki place(s)  sKiPs hoshstabte | Not aconpiable
in ik g ploes) ) Lisd ors pckegy (] Dot dist

Glack Bk KIMD T Onetime
- allparts — part Nos T Pupla . Bown

" Dumpupose  EXFRACTION

) Liauid Process 7 Gelamoroesss . Mfi's T onwe

WENGED "
CARBON ' usace

T Ballpont gan 1/ 3080 Mbarns, SRty Sacne rd MOe) No.

26cirAy to Fsuter thin, gbie 2pis o 2l pany-

COVERAGE TO PRADUCE At stocage of PROTELTVE COATING
e T ™ e TMeass T obe
I(Mmﬂwmmsmunnmﬂmuﬁ» - st b s wt
3 - wepain o W inone
PERFOR- '~ jporzonea — et A i s
ATE _ FORAL SRS 3 W1 D YOS SRRl
R Tgng sna
PUNGH  Feenoies No. holes . iswic e I § T e
ar o Shane Locaton 1a caners P (Jeen Carpons nch
DRILL T I pmanee inch . C pige " Manutacigers stanicd
FASTNERS) (i
L Meecpion T Westtch T Sew [ (Ohen S
Al pariy aach sat T tOther -
2 T - N T
RE?}S‘}'E = st tonm Ho. _ _
- DAVE REQUESTED avanny " " RETURNW DELNER TG
PROOFS | \! : ]
; Sats | Qs |
Y Bt e~ e ~— T T
PACKAG- . _ Wep T [gosd [ wangetumrs Standam () (Other) e
ING " (nyos of
" DATE REGUESTED Numbar ot
DELIVERY ! BA, funished
N by Dopt.
1] = mahoszed (ry e Y [ AN nalsied aatiow th UK desiness.
o oy T B s B
| sacumey von0 Cmmrt a8y, | iy, — —
: \Sigred (Thie)

This fanm was slectrGrucally poaguced by Vi Feawral Forms, inc.
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Appendix 12
(paragraph 1-4)
Sample SBA Form 1697, In-House Printing Requisition

00141

oy U.S. SMALL BUSINESS ADMINISTRATION
W In-house Printing Requisition
kA Norer 5 7=
R
OFFICE: DATE:
APPROPRIATION CODE: SUB. OBJ. CODE:
CONTAGT PHONE NO.:
PRINT JOB HFLE -
FORM NO. & ISSUE DATE:
REQ. DELIVERY DATE: RECEIVED
ADJUSTED DATE: DATE:
New: Revised: Temporary: Reprint:
No. Text Pages:
Coples:
SHOOT PRINTED COPY:
FLAT SIZE: FOLD TO:
1 Side

Head to Head: Only: Head to Foot:

Drill: (3 holes, 3/8" in diameter on LEFT side 4 1/4 Center to Center)

Position
Glue: (at least 1" on left margin} WIRE STITCH: . Na.:
PAPER STOCK: INK:

TEXT:

COVER:

OTHER:

DELIVER TO: QUANTITY: DESTINATION:
— GILS INFORMATION IS
— ATTACHED

APPROVING OFFICIAL SIGNATURE AND TITLE (Originating Office) DATE
ADMINISTRATIVE INFORMATION BRANCH DATE
- revious inons solete

This form was slectronically producad by Elite Federal Forms, Inc.
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Appendix 13
(paragraph 7-4)
Sample SBA Form 2, Requisition for Supplies, Services & Federal Assistance

REQUISITION for RESPONSIBILITY: NOTE: Foom e
Supplies, Services & Peracit sxecuting Block 8 "AULRONZAD Signature” is respony/ble for In box 19, sl pRAMAIATs of a888thnce
Federal Asglstance 1. The lact nal Anidle or Senvica 13 neadad and authovized, 13 b8 annauncen,
2, That Iha funds crisd in Block 7 “Appropnation Coda® are (o tha asalslanca, complata boxes 1 - 23 as
by and may be used v tha arbcks of APPIOpiale.

3. The reasonablensss of tha daid shimn 10 Block 2 *Date Requres™
and Block 22 "Priority Assigraed®.
4. Thal this I is d 10 SGP 00-11

=

INSTRUCTIONS: For Ibe praper complation of this form, see SOP 00-11.

2 Duia Sippiee or Sarvices Reques |Iu Franty Adsigned 3. Aequaitinung e 0.
A4 For idormation Cal (M 50d T 6 - 5 ExL
B D ot T F Pt A Py i T rop e 0 Budgel Approval | kwial and Onle|
_ onskre)

[Typasy 10 Congignes ana Depnalion (Ship Ta)
B Suggeaind Sowed o Supply 1

For Procurement Office Use Only

1. P. Q. Numbw 'F-_cmu.dm. 13 Tune of Delvary T14 Chscound Tane T
IETOD Ponk lm Procueme Approvi { Kl llr. Govi B NG,
A WEM NG [ ARTICLES OR BE 5 20, QUANTITY (21 HIT |22, UNIT 21 MMOUNT

i PRICE

L +_!__|__ B,
L1

). _’,

SBA FORM 2 (2-90) REF 30P 00 11 Previous Editians Are Gbsolets
Thus tonm was sisclronkaly Rroduced by Elts Fideral Fonha, e, '—-'--—--—r-ﬁ*---«ﬂ-n--—
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Appendix 13
(cont'd)
REQUISITICN {continuation) Aequisitiorsng Ofrca No.
Supplies, Services & Federal Assistance Fage of Pages
TTEM NG | ARTICLES OR SERVICER GOANTITY ONIT | Pun':cr:re i ARGUNT

1
f
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